Outlook Web Access 2002 Email Instructions
Students will be using Microsoft Outlook Web Access (OWA) to access their campus e-mail account. Your username and password are the same as your campus network logon.
Accessing to OWA

Student Account Username

The username is your email address.  For example, if your name is Bob Smith (ISO 1234567890987654) and you attend the UW-Fox campus, your username would be smitb8765@uwc.edu.
Student Account Password

Student passwords are 8 characters long, all lower case, and consist of the last 4 digits of the Social Security number, two exclamation points, and the two digit year of birth. For example, Bob Smith (SS# 333-22-6666 born on 5/3/1975) - password will be 6666!!75.
Faculty/Staff Account

Please consult with the IIT department (832.2719 or foxpc@uwc.edu) for your account information.

To access your e-mail you need to use a web browser, either Internet Explorer or Netscape. Type in the following URL: http://owa.uwc.edu (or visit the Campus Web site http://www.fox.uwc.edu/ and then click on Campus E-Mail link from top of the screen). The following screen appears:




Type your user name in the User name box. Your user name must include the “@uwc.edu” of your e-mail address. Press tab and enter your password. 
 Working with OWA
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In the Navigation Pane, click on the horizontal splitter bar [image: image3.png]


, located between the folder list and the buttons at the left side of the screen,  to collapse the buttons into a button tray.
Click on Show Folders drop-down arrow to open expand all the folders. 
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About the Inbox
The number of new messages in your Inbox appears in parentheses next to Inbox. The Inbox displays new messages in bold type. To mark a message you've opened or read as unread, right-click the message and select Mark as Unread or Mark as Read on the shortcut menu.
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Read a Message

As a default, you will always get a two-line view format. The message content will be shown at the right hand side of the screen. If you want to change to a different layout, click on the drop down arrow next to the Show/Hide Reading Pane button and then choose the one you prefer.
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You can also read the message by double-clicking on an e-mail message; it will be displayed in a separate window with the following information displayed in the heading area:
· From   The name of the sender. 
· To   The names of the primary recipients. 
· Cc   The names of the carbon-copy (cc) recipients. 
· Subject   The subject of the message. 
· Sent   The date and time the message was sent. 
· Attachment  Files that were sent with the email.
To add the sender or any of the recipients to your Contacts folder, right-click on the name > click Add To Contacts. 
Delete a Message

1. To delete a message or multiple messages from a folder, select the messages and then click Delete [image: image7.png]


on the main toolbar. To delete an opened message, click Delete [image: image8.png]


on the toolbar. 

2. To select consecutive messages, click the first and last messages in the series while holding down the <SHIFT> key. To select non-consecutive messages, hold down the <CTRL> key as you click each message you want to delete. 

All deleted messages are sent to the Deleted Items folder. They aren't permanently removed until you delete them from the Deleted Items folder. Cleaning up the items from the Deleted Items folder frequently is very important, as they tend to take up a lot of spaces from your storage.
Move a Message

You can reorganize the messages by putting them in different folders. You can move or drag a message to an existing folder or to a new folder.
To move a message to an existing folder

1. Open the message you want to move or copy. 

2. On the toolbar, click Move/Copy [image: image9.png]


. Or right-click on the message and choose Move/Copy from the shortcut menu.
3. In the Move/Copy Item dialog box, select a destination folder and then click Move or Copy. 
4. You can also move a message by dragging and dropping it to an existing folder.
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To move a message to a new folder

1. Creating a new folder by selecting Folder from the New drop-down menu.  
2. Give the new folder a name and select the type of the folder by clicking the drop-down arrow from the Folder Contains: box. 
3. Select Inbox so that the new folder will be created in this location. Click OK.
4. Click on the Update All Folders button to display the new folder. 
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5. Click the [image: image11.bmp] sign in front of the Inbox to expand the Inbox.
6. Select the mail that you want to move, then drag and drop it to the new folder that you just created. 

Reply or Forward a Message

To reply to the sender of a message

1. On the read message form toolbar, click Reply [image: image12.png]


. When you click Reply, the To text box is already addressed to the sender of the original message. 

2. The text of the original message is copied into the message body. Type your reply within or above the sender's original message. 

To reply to the sender and all other recipients of a message

1. On the Read Message form toolbar, click Reply to all [image: image13.png]


. When you click Reply to all, the To and Cc text boxes are already addressed to the sender, as well as every other recipient of the original message. 

2. The text of the original message is copied into the message body. Type your reply within or above the sender's original message. 

To forward a message

1. On the Read Message form toolbar, click Forward [image: image14.png]


. 

2. In the To box, type the e-mail address you want to forward the message to. 

3. The text of the original message is copied into the message body. Type your reply within or above the sender's original message. 
4. When forwarding a message, the file attachment that comes with the original message will also be forwarded.
Composing a New Message
1. In the Inbox, on the toolbar, click New [image: image15.png]


, or press CTRL+N. 
2. In the To and Cc boxes, type the names or e-mail aliases of the message recipients. Separate multiple names with semicolons (;).

3. To add blind carbon copy (Bcc) recipients, type their names in the Bcc box. Bcc recipients receive a copy of the message, but their names don't appear in the list of recipients. Bcc recipients can't see the names of other Bcc recipients. 
4. In the Subject box, type a brief subject line. Use a short but descriptive line to deliver the purpose of this email. 
5. In the message body, type your message. 
6. You can checking the spelling by clicking Spelling [image: image16.png]


. 
7. Click Send to deliver the message.

To automatically check the spelling of each message before you send it

1. In the Navigation Pane, click Options. 

2. Under Spelling Options, select the Always check spelling before sending check box. 

3. Click Save and Close. 

To append a custom signature to each message you send

1. In the Navigation Pane, click Options. 

2. Under Messaging Options, click Edit Signature. 

3. In the Signature window, type and format the signature you want to use, and then click Save and Close. 

4. Select the Automatically include my signature on outgoing messages check box, and then click Save and Close. 

Attach a File to a Message

1. When creating your item, click Add Attachment [image: image17.png]


on the toolbar. 

2. In the Attachments dialog box, type the path to the file under Choose a file to attach, or click Browse to locate the file. 

3. Click Attach. The file will appear under Current file attachments. Repeat steps 1-3 for any additional files you want to attach. The files you selected are displayed in the heading, next to Attachments. 
4. To remove an attachment, click Add Attachment [image: image18.png]


on the toolbar > under Current file attachments, select the check boxes next to the files you want to remove > click Remove.
Open an Attachment
Double-click the attachment file name, located in the message heading information. The attachment will open in a new browser window.
Save an Attachment
Right-click on the attachment > then choose Save Target As from the shortcut menu. If the file is already open, then go to File menu > choose Save As.

About the Options
You can customize the OWA’s features, functionality, and appearance by clicking Options icon from the Navigation Pane.
Out of Office Assistant

This feature automatic replies to e-mail messages that you receive while you're away. 
1. In the Navigation Pane, click Options. 
2. To enable the Out of Office Assistant, under Out of Office Assistant, click I'm currently out of the office. 
3. In the text box, type the message you want people to receive when they send you e-mail messages while you're away. 
4. To disable the Out of Office Assistant, click I'm currently in the office. 

Reading Pane Options

If you don’t want the email to be marked as read automatically, check off the Do not automatically mark items as read option. 

Set up the Spelling Checker

Set the options as desired.
Set up the Custom Signature

1. In the Navigation Pane, click Options. 

2. Under Messaging Options, click Edit Signature. 

3. In the Signature window, type and format the signature you want to use, and then click Save and Close. 

4. Select the Automatically include my signature on outgoing messages check box, and then click Save and Close. 


Most of the information from this guide was based on the Microsoft Office Outlook Web Access Help. If you intend to use this handout, please contact Evelyn Li at eli@uwc.edu. For technical assistance, please call Help Desk (Ext. 2719) or email foxhelpdesk@uwc.edu. 
































































































































































































































































































































































































































































































































































































